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OFFICE OF GENERAL SERVICES

REPORT OF OPERATIONS

Chief, General Services
Records Bervices Division
Chief, Rervords Memegemented- Disbribution Brenoh

Weekly Report of Operations for the period ending
12 Bovember 1953

Personnel On Duty Vacancies In Process
Office of Chief 1l 1l
Rcds. Mgt. Section 1 5
Rcds. Center Section 3 0
Mail Control Section }_ 2;"_

6 30

1. No. on leave three days or more:
Records Mgt. Section-
Mail Control Section-
Records Center Sec.-

2. No. on special detail out of office 1 . How long?
Records Mgt. Section- o
Records Center Section- O
Mail Control Section-

3. Where: One man in Transportation Division as full time courier.

4. No. pending resignation, transfer and/or reassignment:
Records Management Section-
Records Center -
Mail Control - 13

5. Specific cases on item 4 not in previous reports.

6. New applicants interviewed i . Recruited by Personnel
Recruited by this office
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Report for week ending 12 November 1953 from RECCRDS SYSTEMS ERANCH

Security Office - In a discnesfon with[  [and | 25X1
25X1 [ [ 1t was determined that the Security Office

has a £iling system vhieh they have standardized at

headquarters and througheuyt their field statioms. It

was agreed, however, that they would give consideration

to the proposed Agency standard system. | | 25X1
agreed that this office be furnished vith a copy

their instructions and subject headings and that we mro-

pose the manmer in which the chenge should be made,

%giatics Office -~ In a discussion with the Area Records
ficer, it was agreed that this office would train two
or three persons fram their mail room in the Agency fil-
ing system., These people will maintain the files of the
Office of the Chief which are being transferred to the
mail room in accordance with our origimal proposal, In
the discussiom, it was btrought out that there was some
dissatisfaction with the filing system but it aleo
appears obvious that this is the result of employee turn-
over and lack of training rather than the faunlt of the
gystem. It is believed that maintemamce of the files as
now proposed will elimimate this problem,

Ofrice of Dirsstor - Vith the Lsmance of Eegulation[ | 25X
COnce;

8 atudies, 1t appears that ome of the
principal recommendations made in our reeords management
sarvey of the Office of the Divector has been adopted,
This regulation provides that the record copy, including
concurrences or mom-concurrence of staff studies will be
retained in the Office of the Director or Deputy Director,
Furthermore, it indicates thet this shall also apply to
all staff papers sulmitted to the Deputy Directors, In
view of this decisiom, it apoears that this office should
now contact the Office of the DD/A and offer to assist in
implemsnting the regulation by providing specific instruo-
tions for the routing, filing and preparation of coples
of such correspondence, o
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Vital Materials - | 25X1
of the Office of Researeh and Reports visited the ‘

Materials Renositary, After viewing the (RR deposits,
they were of the opinion that gre.ter emphasis should be
placed on the Vital ateriuals Program in the Offiee of
Regearch and Reports, They felt that certain documents,
vital to recomstruction of the agency, had not been
deposited and at the same time certain (RR materials
presently in the repository were not necessary and could
be withdraim, It was decided by the (RR representatives
that an internal study of the VM prograsm in (iR be con-
ducted, Follow ups will be made by this office with the
resnonsible persons in (RR,
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Chief, Records Systems
Branch
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 Report for veek ending 12 Novesber 1953 frow RECORDS DISPOBITION BRANCH

1. logistics orfice. | ' | of
8 oiiice andl 6T General
. Bervices Office met during the week to discuss the prog-

ress of their records prograx. This reporting item
covers only the disposition phase of ithe discussion.

Because the logistics' Area Records Officer 1s so in-
volved in administrative work other than records, no
agreenment could be reached for reviewing their files
for the purpose of amending, correcting and couwpletely
activating the records control schedule vhich was yre-
pared by this office sbout one yesr ago. However, it
was sutually agreed that:

8. Many sdditional items, including 5 subject
£1les and the C&R group, have been estab-
lished or greatly modified since the scheduls

wvas originslly prepered.

b. Many functional and orgenizationml changes
have taken place.

¢. The schedule has pever been completely mcti-
vated.

d. It is good policy to review these schedules

anmually, but ecould not partici-
pate in t’;hi; review foreseeable future.

e. Records Management should not independently
reviev at this time.

2. Contacts Division, 00. The report submitied by this
oITIce 1s belng reviewed by Division officials.

3. Security Office. An analyst fros this branch continues
T assist their records officer, in develop-
ing & reco sched 0 » The records inventory
1s being taken by However, it is anticipated
that ve will directly assIst him in vriting the records
control schedule,

L. Genmeral Services Office. All necessary concurrences
on disposition standards established by this schedule
have been obtained except those sffecting Persomnel
records mai by the Machine Records Branch. Con-
ﬁ;hi;me@atﬁ:g Iris | being made ta odbtain this comcurrence.

Vo e
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Report for week ending 12 Novesber 1953 frow FORMS MANAGRMEN? BRANCH

The phased waster plan for an Agency-wide Forms Management
Program hes been discussed in some detail with| |
several times preparatory to submission to| [for
approval. Tt has also been reviewed dby| |and
hes received his favorable endorsewment. re-
quested thot any action taken to gtandsrdize equiprent for
f“ﬁ activities de coordinated with hiv prior to finmle
sation.

The proposed discontinusnce of the Functiomal File mmin-
tained by OXM and its ultimmte transference to the R>cords
Services Division for inclusion in the Agency's vitsl
materials file is dDeing held in adeyance until after

20 Hovember 1053, at which t¢me the present Chief,

[ ]wiil ve leaving and a newv Chiel will be nawed. Dis-
cussions will be held with this individusl.

Continued nction has been taken with respect to the pre-
Priating of security classifications as veported on for
the first tiwe last woek., B8ince that tiwe, a draft of a
weworandus for all Ares Records Officers, informing them
of policy in this matter, hms been prepared, coordinated
with | Generel Services Office,

- and | b Securiiy Office. Tt was subwmitted to
| [for approval on 12 November 1953. Coordination
of! |is to be obtained. This weworandum, if
8 n the proposed format, should establish s prece-
dent for the wethod o® inforwing Ares Recorde Officers of
program developments. It was origimally plunned to issue
such instructions in the Records Na nt Bulletin;
since the Regulations Control Staff, DD/A, has questioned
the use of this bulletin, it is now proposed to use mlti-
Ple addressee memoranda with the Branch Chief comcerned
signing on the right and approving on the left,
Such action will permit an ¢ itious flov of information
to key individuals in the Records Mansgement net and, at
the same time, will enbance both personal and program
publicity.

Draf't of a proposed memorandum 4o all Area Records Offi-
cers, outlining quite genmerally the broad aims of the
Agency's Torme Mansgement Program and enclosing inform- -
ational material from the ALir Force, has been yprepared and
submitted to| for spproval. This is sa initial

- phese of the program publicity and is aimed st developing
eost consclougness and a desire t0 prevent creation of un-
necessary or inefficient fores.

S 4-0f Pub-graph slides, which were developed by the Atr
fr § & %mm reviom’m corrections and additions
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indicated to bring them in line with the contemplated
Agency's program. This project wes discussed with

| Graphice Branch, ORR, on 12 Novewber 1953.
25X1 7121 prepare all necessary art vork within the
25X1 . pext two weeks, Material will thenm be submitted to the
Reproduction Plvision, GSO, for preparation of new slides.
These slides can then be used in training progracs, semi-
nars, etc. throughout £he Agency.

Coupleted review of the Tecords Management Handbook
25X1 The sudject classification breakdowns under
"Forus" was extensively cxpanded, modified, discussed and
25X1 coordinated withﬂ

An Invitation was received from Mr., Jomeph Richardgon,
Governwent Division Marnager, Ralph C. Coxhead Corporation,
to attend a private showing of a newly modified and re-
engineered Variiyper Couposliung Machine at the Sheraton-
Carlton Hotel, 3 P.M. on 17 Rovember 1953. Invitstion wvas
accepted. TIn addition tof , ] and 25X1
|m_n?m_|are expected to attend from the GSC staff.
. Digcus 5 between | | Graphics 25X1
Branch, ORR, indicated the advisability off | and 25X1

' pos=ibly Prom that ergsnization also attending
1 25X1 ~ the -hwlﬁ_‘s. | |appears to bave a lettering re-

quirewent which he had planned to solve by hiring a GS-7
or G3~9 draftsmsen or artist illustrator vhich could be
Pilled by use of a Headliner wachine, alsc handled by
Coxhead. OHR also has & requirement for letleriag or
typing on plestic sheets which might be solvable by &
- speclalized wachine applicetion. Arrangements will be
made with Richardson to have other equipwent aveilsble
for shoving at the same tiwe to] | 25X1

Approvals during the week consisted of fifteen nev forms
for 33,525 coples and eight reprints for 26,925 coples.

Ho forms wvere revised.

#

ChieY, Yorms NRDAgement Sranch

25X1
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: ¥ 12 NovewBER 1953

{EPORT FOR WEEK ENDING |1 NOVEMBER 1953 rromw REPORTS AND CORRE-
STONDENCE MANAGEMENT BRANCH

{. Prannep PROJECTS.

NoNEe.,

11. ProvecTs 1N PROGRESS.

{. THe WRiTER'S HANDBOOK = PRELIMINARY WORK ON THIS
GUIDE 1S IN PROCESS. A TENTATIVE OUTLINE HAS BEEN DE~

VELOPED; FACT FINDING !S CONTINUING., FURTHER BACKGROUND

. MATERIAL 1S ANTICIPATED FROM A MEETING SCHEDULED [0 No-
VEMBER 1953 wiTH Miss SHEPPARD OF THE GENERAL SERVICES
ADMINISTRATION.

2, OFFICE OF THE COMPTROLLER REPORTS MAMAGEMENT PROGRAM =

REVISIONS WERE MADE TO THE MEMORANDUM PROPOSED FOR THE
COMPTROLLERTS 1SSUAMCE, AND TO TWO PAGES OF TEXT OF THE
OrFice oF THE CoMPTROLLER REPORTS MANAGEMENT PROGRAM

GUIDE. THESE REVISIONS WERE BASED UPON RECOMMEMDATIONS
POINTED UP DURING A REVIEW OF THE PROPOSED HANDBOOK. A
MEETING 1S SCHEDULED 7OR 1400 THIS DATE WITH | | 25X1
Of THE COMPTROLLER'S OFFiCE, AT WHICH TIME THIS PROGRAM

(GGUIDE WILL BE DISCUSSED AND LEFT FOR WIS REVIEV.

111. COMPLETED PROJECTS.

i. PROGRAM MASTER PLANS ~ MASTER PLANS ON THE REPORTS
AND CORRCSPONDENCE MAMAGEMENT PROGRAMS WERE REVISED FOR

SUBMISSION TO THE CHiEF, RECORDS SeRviceES DivISION,

2. PROGRAM PuBLICITY ~ A SKETCH APPROPRIATE TO HAND-

BILL DISSEMINATION WAS COMNPLETED., THE USE OF INFORMAL
PUBLICITY MEDIA WiLL BE DISCUSSED ALSO DURING THE

SCHEDULED MEETING WITH | | SampLES OF PUBLICITY  25X1
MATERIAL WILL BE SHOWN,

. 25X1

/; : | 25X1
: ' CHiEF, REPOR RRESPONDENCE

;o : ' MANAGEMENT BRANCH
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Rep@ﬁ'. for wesk aﬂding 11 Hovember 1953 from RECORDS ,ﬁiﬁ‘%%& BHANCH

“&m final shipmw&a of steel shelving was received en
Firday, November 6, ané the erection crew begen their
work on Tuesday, November 10, The crew consists of a
foreman and three helpers. They assembled thirteen
sections of shelvimg om the first day. The foreman
estimates they will gverasge more than fifteen sections
per day and that the job will be completed by %eém%a%f,

S\amz'@mber 18,

Four laborers have been retained, and they have been
ghelving records as rapidly as the space is made avallable
b the grection crew, Center persomel supervising this
operabion prepare a locabion invertory of the records as
they are shelvede

The backlog of reference requests has now been cleaned

up and that service iz now current., Bvery effort wiil

be made to keep it so, glthough more man hours are
consumed in seavebing for the pallstized records than
those on shelves, It is anbicipated that all records mll
%e shelved b the end of nex%; weeka

& yegearch project in QRE% required contach being made
with the Hatienal Archives in order teo locate ecertain
Japanese reecords and avrange for thelr inspeciion by
persennel of this Agency. Ancthor project in the same
office desired infermetion that necessifated a visilt to
she Archives in order io stcure a listing of ceriain re-
cords of Fo BJI.D. in the custody of that agency.

During this past week eleven searchers visited the Cenber
to use records in cuskodrs 4 register ol such visitors
vill now be mainteined, and ss sogn as conditlons permit,
an ares within the building will be designated as a
gsearch room. :

On Friday, November 6, and air raid érill mee beld in the
Center, All personnel were evacuated be the shelber area
within two minubes, .

thett
’i"m ﬁm&aﬁ‘ﬂr jab&, 'GQ aa aé‘mxt i’iﬁ‘tymﬁaﬁe eab:m feet of

izri;e itﬁ pr%wt le«cat,.un

S \m“l
. \NED

azga?ﬁﬂﬂﬁ

25X1

Securm
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Report for week ending 11 Novemosr 1953, from MACHINE RECOEQ§'§35HCH

Administrative:

lentered on duty in the Machine
Records Draneh on 6 November 1353,

She l1s continuing the
IBY training that she beran while in the Interim Assignment
Branch, : _ ‘
The vzulht areas in Wings A, B, and C have been com-
Dle Led. ' :

Operational:

Procurement and Accounting Section - The initial report

on critical items for the Procurement Division was completed
ard grhmitted on 9 November 1953.

Allotment and Obligations Section - Cut-off schedules are
nou deins adhered to by UV Accounts Section. This month doc-
wienes aifecting reports were received as late as the 10th
2id had to be included in the Monthly Report.

Chief, Machine Records Branch

BIY e ws
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: ___Average Week

This Week Last Fiscal Year
1. Microfilming
Images filmed-Rotary Camera 0 18,697
Flat-bed Camera o 9,735

2. Records Center-(all figures in cubic feet)
Records received for processing 53 -
and storage

References to record material 8k 178
Records material destroyed Y -
3. ©Supplemental Distribution Center
a. New material for stock:
Information Reports ' 1,005 624
Intelligence Reports ko 145
b. Supplemental Distribution:
Information Reports 5“3 306
Intelligence Reports 23% 191
Notices 12 1 2
Regulations _ 0 9
Others
c. Initial Distribution:
Notices 0 3
Regulations 8 1.7
Others 5
k. Mail Activities
a. Post Office Mail :
Incoming - u:g€9 5:06h
Outgoing 8,846 6,537
b. Postage expended $652.58 $600.12
c. Scheduled Courier trips 192 240
d. Special Courier trips 78 55.3
e. Inter-agency mail by Courier
Incoming 8hls 956
Outgoing 1,104 1,313
f. Personnel actions:
Recruitments 0 -
Separations 1 -
g. Use of Motor Pool Vehicles _
Available 2 -
Available but delayed 2 -
Not Available 3 ©
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